Using the Automatic Table of Contents

1. After students have entered the headings that will be included in their MA paper, they can begin to construct an automatic table of contents that will update as they change their paper. It is a concise method of designing a table of contents.
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For Office 2000:  Click Insert on the menu bar, scroll down to reference, and then scroll over to Index and Tables, and select the Table of Contents tab.  
3. For Office XP: click insert on the menu bar, click on Reference, and then click on Index and Tables, and then click on Table of Contents.  Everything else should be the same.

4. You can then modify the table of contents how you desire. You can also add options you want to the original one. But you can use the table of contents already made for making the table of contents, just by clicking OK. Afterward, Microsoft Word will do the rest.
5. To modify the table of contents:
6. If you want page numbers on the table of contents, put a check mark next to ‘show page numbers.’
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7. If you want the page numbers right aligned, put a check mark next to ‘right align page numbers.’
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8. If you want the page numbers next to the headings, remove the checkmark.

9. In the box next to ‘tab leader,’ click the arrow and scroll down and click on the design you want.
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10. In the box next to ‘format,’ scroll down and click the format of the table of contents you would like.
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11. In the box next to ‘show levels,’ use the arrows to choose how many levels of headings you would like to show on your table of contents.
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12. Click OK

13. Make sure to insert the table of contents at the beginning of the document, using a separate page. Insert a page break after the table of contents.
